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OBJECTIVE_______________________________________________________________
Determined, passionate and hardworking individual seeking a position in a reputable company to contributes and develop knowledge and expertise. Dedicated to give quality service and excellence for the development of the company.
Interested in any field related to Administration, employees/relations and operations. Willing to consider new roles and challenges in any related fields.
PROFESSIONAL EXPERIENCE
EXECUTIVE SECRETARY
June 1989 – May 2014
St. Peter’s College of Ormoc    
College Unit 
Ormoc City, Philippines       
Scope:
Provide high-level administrative support by conducting research, preparing reports, handling information requests, and performing clerical functions such as preparing correspondence, receiving visitors, arranging conference calls, and scheduling meetings, train and supervise lower-level clerical staff.
Responsibilities:                                 
· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution.
· Open, sort and distribute incoming correspondence, including faxes and emails.

· File and retrieve documents, records and reports.

· Greet visitors and determine whether they should be given access to specific individuals.

· Perform general office duties such as ordering supplies, maintaining records management system. 

· Attend meetings in order to documents minutes.
· Coordinate and direct office services, such as records and budget preparation, salary schedule of the unit.
· Prepare agendas and make arrangement for committee, board and other meetings.

· Manage and maintain executives’ schedules.
· Prepare memos, financial statements and other documents using word processing, spreadsheet,

· Oversee administrative policies and office and/or organizations.

· Supervise and train other clerical staff.

· Review operating practices and procedures in order to determine whether improvements can be made in areas such as work flow, reporting procedures, or expenditures,
· Interpret administrative and operating policies and procedures for employees

· Provide office support services in order to ensure efficiency and effectiveness with in the office. 

· Maintain the general filing system and file all correspondence
PARTIME COLLEGE FACULLTY
June 2005-March 2007
St. Peter’s College of Ormoc

Ormoc City, Philippines
· To teach the classes according to an approved syllabus

· To keep students informed and update concerning course content, requirements, evaluation procedures and attendance requirements
· To provide students with a midterm progress report.

· To maintained accurate and complete scholastic records, including attendance records.

· To submit Failure to Report, Early Warning, Notification of Unofficial Withdrawal, and other documentation when appropriate

· To file an appropriate course syllabus for each course taught.

· To conduct class evaluation and complete other college evaluation in accordance with college policy

· To hold midterm and final exams at the time schedule in the college’s semester schedule

· To serve as an academic advisor to assigned students

· To convey college-related information to students in a timely manner as required by college officials.

· To maximized the learning opportunities for each student
EDUCATION

Tertiary
Bachelor of Science in Commerce
Major in Banking and Finance
Minor in Management
University of San Jose Recoletos, Cebu City, Philippines
                        1979-1983
Secondary
St. Peter’s College of Ormoc

Ormoc City , Philippines


1975-1979

QUALIFICATIONS / SKILLS
· Good oral and written communication skills (English, Filipino and Cebuano).

· Good in Public Relations

· Research/ data gathering/reports creation.

· Knowledge in computer application such as: Microsoft word, Excel, Windows Application
· Have a proactive approach to work.

· Attention to detail and accuracy.

· Display appropriate behavior and attitude at all times with both clients and colleagues.

· Good team player. 

· Time management skills 
· Can adopt easily to the kind of work assign
· Decision making skills

PERSONAL ATTRIBUTES:

· Honest and trustworthy
· Respectful

· Possess cultural awareness and sensitivity

· Flexible

· Demonstrate sound work ethics

REFERENCE

Available upon request
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